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According to the National Curriculum on Computer Science 
for ICS-Part 2 (Class - XII) 


Microsoft Access 


No. 

Practical 

1. 

Create different tables and assign primary key. 

2. 

Create simple queries using wizard and design view, , 

3. 

Create relationship between tables. 

! 4. 

Create simple forms using wizard and design view. 

5. 

Create reports using wizard and design view. 

i 6. 

Use of summary and calculated fields. j 


C Language 


No. 

Practical 

! 1 . 

Writing a program which prints a text of 4 lines consisting of 
characters, integer values and floating point values using printf 
statement. 

2. 

Writing a program that reads and prints the data using Escape 

Sequence, (Asking the name, age, height and gender of the student 
using scanf and printf statements). 

3. 

Writing a program which uses operators (Calculate the area of 
triangles, volume of spheres and arrange the resultant values in 
ascending order). 

4, 

Writing a program which uses Tor’ loop statement (Generate the 
multiplication table from 2 to 20). , 

5. 

Writing a program which uses 'while' loop and nested ’while' loop 
(Use 'for' loop and continue the process in 'while' loop satisfying this 
condition. M 

6. 

Finding the factorial of N using 'while’ loop, read value of N using 
j scanf, and print the factorial of various N. ' 

7 'LS 

1 Draw a checkerboard and print it using if-else statement, and extend 
j the program using nested if-else. 

8. 

Writing a program which uses a 'switch' statement and breaks the 


program if certain condition is observed. Repeat the program with 
'case' statement. 

* 

Writing a function which generates factorial of N and calls this 
function in the ’main' program. 

10. 

Writing a program which uses multiple arguments in a function ! 

(Develop a user-defined function to generate a rectangle. Use the 


function for passing arguments to draw different sizes of rectangles ' 

i and squares.) 
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Microsoft Access 

1. How would you start Microsoft Access? 

2. How would you open and close an existing database? 

\ <—«3. How would you 1. Create a new Database?, 2, Create a new Table?, 3- Add a field name?, 4, Set the data type. 
5. Add a field description?, 6, Set a primary key?, 7. Save a new table? 

How would you Add, Delete and Restore data from a table? 

How would you sort the records of a Table in a field? 

How would you copy and move data in a Table? 

How would you find and replace data in a table? 

How would you format data in a Table? 

How would you switch between Table Design view and Datasheet view? 

How would you t. Change a field name?, 2. Insert a new column/field?, 3* defete a column/field? 


4, 

5, 

6, 

7, 

8 . 

9. 

10 , 

11 , 


uunsrup wj 


olumn/field? 

window? 

ndow? 


9? 


How would you 1, Open the relationship window?, 2. Add tables to the relationship 
3. Create a relationship between two tables? 

12. How would you 1. Delete a relationship?, 2. Remove a table from the relationship win 
^ -—13. How would you create a query using Simple Query Wizard? 

^14. How would you create a simple query using Design View? 

15, How would you create a query using multiple tables? 

_— 16. How would you create a Form using Form Wizard? 

17. How would you create a multiple table Form using form Wizard? 

^ B. How would you create a Form using Design View? 

19. How would you add, edit records through Form? 

20, How would you create a single table Report using Report Wizard? 

U21. How would you create a multiple table Report using Report Wizard? 

22, How would you create a Report using Design View? 

23. How would you Open, View and Print existing Report? 

Raft IS 

CLanguage 

1. Write a program to print 'hello' on the screen. 

2. Write a program to pint your name and address. Use one printf with a new fine character irtit. 

3! Write a program which prints the minimum and maximum values of an integer. 

4, Write a-program to compute the area of a rectangle. 

| 5. Write a program which prints a text of 4 lines consisting of characters, integer values and floating point values 

using printf statement. 

6. Write a program to read in 3 integers and print their sum. 

7 Write a program to read in two integers and display one as a percentage of other. 

*_ Wri1e a program that reads and prints using Escape Sequence, (Asking the name, age, height, gender of the 

students using scanf and printf statements. 

9. Write a program to calculate the area of a circle. 

10 Write a program to read in two integers and display which one is the largest. 

.. 11! Write a program which uses operators (calculate the are of triangles, volume of sphere and arrange the 

& ' resultant values in ascending order). 

12 Write a program to read in 5 numbers and compute the average, maximum and minimum values. 

13 Write a program to print a simple triangle of asterisks. 

-14' Write a program which uses ‘for- loop statem ent (generate the multiplication table from 2 to 20). 

16. 

-17. 




1 

7 

8 

10 

IS 

17 

18 
19 
21 

23 

24 
27 

29 

30 
32 
34 
36 
38 

40 

41 

42 
45 
49 
52 


S3 

65 

66 

67 

68 

69 

70 

71 

72 

73 

74 

75 

76 

77 

78 


* ■ 

■ 


Write a program to print the numbers between 1 and 10, along with an indication of whether each is even or odd. 79 
Write a program to print even numbers from 20 to 40 and find sum of all numbers using 'while'loop statement. 80 
Write a program which uses 'while' loop and nested 'while' loop (use 'for 1 loop and continue the process in ‘while* 
loop satisfying this condition. 

^18 Finding the factorial of N using 'while' loop, read value of N using scanf, and print factorial of various N. 

19. Draw a checkerboard and print it using if-etse statement, and extend the program using nested if-el 5 e. 

2Q + Write a program to read an integer value and print out the price of different fruits using switch statement. 

■ 21. Write a program which uses a 'switch' statement and breaks the program if certain condition is observed. Repeat 
~ the program with case statement. , 

22. Write a function celsiusQ to convert degrees Fahrenheit to degrees Celsius* 

- 23. Write a function, which generates factorial of N and calls this function in the 'main' program, 

„ 24. Write a program which uses multiple arguments in a function (develop a user- defined function to oe 

rectangle. Use the function for passing arguments to draw different sizes of rectangles and square^ a 


81 

82 

83 

84 

85 

86 

87 

88 
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Introduction to Access 

Access is a database management system (DBMS). Access stores and retrieves information 
(often referred to as data), presents requested information, and automates repetitive tasks 
(such as maintaining accounts payable or a personnel system, and performing inventory 
control and scheduling). With Access you can create easy-to-use input forms. \ou can 
display you r information in any way that you want and ru n powerful reports. 




The Access window 

The Access window 

When you first open Access, you see the Access window show-ing a title bar with the 
Microsoft Access caption and its menu bar and toolbar. The Access window is the center of 
activity' for everything that you can do in Access. From this window, vou can open many 
other windows simultaneously each window displays a different view of vour data. Above 
figure shows the Access window with a Database window open. The title bar of the 
Database window displays the tide of the database followed by the word Database. 

Title bar. You can tell which program is currently active by the name of die program that 
you see displayed on the tide bar. The title bar displays the name Microsoft Access, the 
trol menu, and the Minimize, Restore/Maximize, and Close buttons. The tide bar 
lays the text ‘Microsoft Access’ by default. When vou are viewing a table, form, or other 
object, the tide bar also displays the name of the object in brackets and the object type if the 
window is maximized; for example, Microsoft Access— [Students: Table]. 

Control menu button. This button is found in the upper-left corner of the tide bar 
When you dick this button, a menu appears that lets you perform certain tasks, including 
moving, sizing, minimizing, or closing the current application window. When you double* 
dick die Control burton, you automatically exit die application. 
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Minimize button. This is the first of a set of three buttons on the right side of the title bar; 
it shows a dash at the bottom of the box. Clicking this button reduces Access to an icon on 
the Windows taskbar. Access continues to run, and you can redisplay it by clicking the icon 
on the taskbar. 


Restore/Maximizc. This middle button takes on two looks: Two overlapping boxes 
when you maximize the window or a square witli a dark top when you restore the window 
to its previous size. 


Close button . This right-most button has an X on it and closes Access when you click it. 


Menu bar. The menu bar contains commands. When you click a name, a list drops dov 
offering a selection of commands. Depending on what you are working on, the items on 


menu bar and the choices found on each menu vary. The pictures on the menus o 
to pictures on the toolbar. In Access, you can completely customize the ——- 
toolbars. 


Toolba r. The toolbar is a group of picture buttons just below the menu bar; it provides 
shortcuts for running commands. The buttons on the toolbar vary depending on what you 
are working on. You can resize and move the toolbar by clicking between buttons and 
moving it around the screen. You can also select View .Toolbars to show, hide, define new, or 
customize different tool-bars; you can use the same command to select large or small 
buttons, turn off tooltips, and even display monochrome burtons. 

Status bar. The left side of the status bar, at the bottom of the window, dis-plays helpful 
information about what you are currently doing. In the figure, the status bar simply says 
Ready. The right side of the status bar tells you whether certain keyboard settings are active. 
For example, if you have the Caps Lock feature turned on, the word CAPS appears in the 
status bar. 


Database window. This window appears whenever a database is open; it is the control 
center of your database. You use the Database window to open the objects within a database, 
including tables, queries, forms, reports, macros, and modules. 


The Database window 

The Database window consists of three basic parts: Aset of seven object buttons in a vertical 
row on the left side, a set of eight toolbar buttons along the top of the window, and a list of 
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Object buttons. These Unions are located in a vertical row along the left side of the 
Database window. Using these bullous, you can select the type of object you want to work, 
with. For example, selecting the Form button dis-plays a list of forms created for that 
database. Selecting this button also lets you create a new form or redesign an existing one. 


Toolbar buttons. You use the toolbar buttons, which arc located along (he top of the 
I Xitabase window, to change a database object in a different window or view. r i best* buttons 
let you create, open, or design a database object and view certain details about those 
database objects. 



Object list. This list displays existing objects for the database object that you select. You 
can choose a name from the list to display or redesign the object. You can also select what 
type of view you want for these objects. For example, you can view the details about your 
database objects, such as description, dare modified, date created, and type. 

You can change the view of the objects in the Object list by selecting View from the Access 
window menu bar or by using the buttons on top of the database window (the last four 
buttons on the right side of the database window). 


MiiihiSJ'j '/y/jjJJjjyJuijy uh\ccm 


Database 

In Access, a database is the overall container for the data and associated objects. It is more 
than the collection of tables; rather, it includes all objects. Database objects include tables, 
queries, forms, reports, data access pages, macros, and modules. In some computer software 
products, the database is die object that holds the actual data; in Access, this is called a table. 
Other products refer to die database as the collection of all tables related to the system. 


Access can work wi 
you can have bund 
stored in a single fill 


Tables 


one database at a time. Within a single Access database, however, 
tables, forms, queries, reports, pages, macros, and modules —all 
file extension .MDB. 


The table is rhe container for raw information (called data). When you enter data in Access, 
a table stores it in logical groupings of similar data and die table’s design organizes the 
rmation into rows and columns. 


Jpl *i 


W Student: Table 


oN no 


Student Name | Father*! Mamef Phone no 


claw id 


Bashir 

Karim 

Ahmad 


7874523 

4489765 

8762345 

8763498 


3 Hamid 

4 Jam eel 
2 Nasir 

5 Qadeer 
0 


Hameed 


Shah 


A table displayed in a datasheet 

Records and fields 

As above figure shows, the datasheet is divided into rows called records and columns 
fields, with the firsrrow (headingon topofeach column) containing the names of a e 
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the fields in die database. The data shown in the table has columns of similar information, 
such as Student Name, Father's Name, Phone no, or class id; 

These columns of data items are fields. Each field is identified as a certain type of data (Text, 
Number, Date, and so on) and has a specified lengdi. Each field has a name that identifies its 
category of information. 


Values 




At the intersection of a row (record) and a column (field) is a value —the actual data 
element. For example, Student Name, Father's Name in the first record, represents one data 
value. Questions you may ask - How do you identify the first record? It’s sitting in the firsr 
row of the datasheet and is the record with the Ahmad. But what if you have more than on 
Ahmad in your database? Whereas fields are known by the field name, records are usually 
identified by some unique characteristic or value within one or more of the fields of the 
record. This unique value makes each record different from all the other records. In the 
Students table, the field that makes each record unique is the Roll no; fields like the Student 
Name or Father's Name are not unique because you may have two students named Alim ad 
or more than one Bashir in the table. 



*S5S 


A3 r 
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The Access database contains seven objects, which consist of the data and tools 
that you need to use Access: 


Table. 

Query. 

Form. 

Report. 


Holds the actual data (uses a datasheet to display the raw data) 

Lets you search, sort, and retrieve specific data 
Lets you enter and display dara in a customized format 
Lets you display and print formatted data, including calculations and 
totals 

Lets you publish live forms ro a corporate intranet 
Gives you easy-to-use commands to automate tasks without 
Programming 
Program written in VBA 

^j2T 

Datasheets are one of the many ways by which you can view data. Although not a database 
object, a datasheet displays a list of records from a table in a format commonly known as a 
browse screen or table view. A datasheet displays data as a series of rows and columns 
(comparable to a spreadsheet). A datasheet simply displays the information from a table in 
its raw form. This spreadsheet format is the default mode for displaying all fields for all 
records. 


* Pages. 
*Macro. 

^Module. 

Datasheets 



You can scroll through the datasheet using die directional keys on your keyboard. You 

can also display related records in other tables while in a datasheet. In addi-tion, you can 
make changes to the displayed data. However, use caution when making any changes or 
allowing a user to make any modifications in this format. When a datasheet record is 
changed, die data in die underlying table is die data actually being changed. 


CE3 
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Queries and dynasets 

You use a query to extract information from a database. A query can select and define a 
group of records that fulfill a certain condition. You can use queries before printing a report 
so that only die desired data is printed. You can also use a query with forms so diat only 
certain records (diat meet die desired criteria) appear on screen. You can also use queries 
within procedures to change, add, or delete database records. 


Data-entry and display forms .. , 

Data-entry forms help users get information into a database table quic y, cast y, an 

accurately. Data-entry and display forms provide a more structured^ viiew of^ ata^ jm 

what a datasheet provides. From this structured view, database 
added, changed, or deleted. Entering data through the data-entry 
common way to get the data into the database table. 


Reports 

Reports present your data in printed format. You can create seve 
within a database management system. 


types of reports 
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p> Practical 
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How would you start Microsoft Access? 




HBBS^QQQiaaiSBQII .; ! 

To start Microsoft Access 

l* Click on the Start button to pop up die Start menu 
L Point the mouse pointer on die Programs. It will display list of programs, which you hav 
installed earlier. 

L Click on Microsoft Access from list of programs to run it. 
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Adcta___J 

-5 Adotw Ac-obal 4 0 ► 

CorcIDRAW 9 ► 

3 MetaCf nations * 

,r] Microsoft office Tods ► 

-3 

aS inteinet E*p<otet 


BP 






9 27PM 


f I 


Scanned by CamScanner 































Practical 


2 


How would you open ond close cut existing 
database? 





□ □ □ a b 


To open a database when you start Access 

L From the opening dialog, select the Open an existing file option. 

C Click on OIC button to display Open dialog window. 

L Select the File name and click on Open button to open the database. 
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To open a database, once Access has already started 
IL Click on File menu from die menu bar. 

L_ Choose Open from the File menu to display Open dialog window. 

OR 

L, Click on the Open icon on the Standard toolbar to display Open dialog window. 

IL Select the File name from the file list box and click on Open button to open the database. 
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To close a database 
L Click on File menu from menu bar. 

L Choose Close from the File menu. 

OR 

L Click in the Control menu box in the database windows. 
L. Choose Close from die menu. 

OR 

L Press Ctrl+F4 




J t't i<* Insert tools v:rtfa» Hc<5 
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Practical 


3 


How would you 


1. Create a new Database? 



2. Create a new Table? 

3. Add a Field Name? 

4. Set the data type? 


Creating a Database 

To create a database when you start Access 

L From the opening dialog, select the Blank Access Database option. 

L Click on the OK button to display File New Database dialog window. 
L Type the file name in File name combo box. 

L. Click on Create button to finish process. 


eate a database, once Access has already started 

Click on File menu from the menu bar. 


To crea 

L. CL 


L Choose Newfrom theFilemenu to display New dialog window. 

L. Choose Database icon on the General tab from the tab list. 

L Click on the OK button to display File New Database dialog window. 
L Type the file name in File name combo box. 

L. Click on Create button to finish process. 



L Click on the New icon on the Standard toolbar to display New dialog window. 
L Choose Database icon on the General tab from the tab list. 
l_ Click on OK button to display File New Database dialog window. 

L Type the file name in File name combo box. 

L Click on Create button to finish process. 
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The Table will be displayed in Design format, as shown below. 




To add a Field Name 

C 



B Tablet:Table jj 

— 

Field Name 


► 


_ 

_ 







Vs* 

Enter the name of the required field into the empty cell 
immediately below the Field Name Header. For instance 
you could add a field name called Roll no. 

Press the Tab key to move to the next cell. 

In the New Table dialog box, select Design View and click 
on the OK burton. 


To set the data type 

L, The next is called Data Type. This allows you to control what type of data is to be entered into 
the field. Click on the down arrow to display a list of available options. 

Select any data type for instance select Number for numeric data. Select Text for text data and 
soon. 


>tion 


Adding field descripl 

i- Press Tab key or Click on Description cell to enter description of desired field. It is an optional 
field property' that allows you to explain the function of the field. Later when a user clicks 
within a field that contains a description, then this description will be displayed within the 
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To add more fields 

&• Press the Tab key to add further field names, properties and descriptions, as required 


Field Name 
Roll no 

Student Name 
Father's Name 
Phone no 
class id 


■ Tablel: Table 


Data Type 

Number 

Text 

Text 

Number 

Number 


Description 

Roll number of student 

Student name field, data type is text 

Father name of student, data type is text 

Student home phone number, data type is number 

class identification of each student 


Rq! 1 no 

no 

class idl 


Number 

Text 

Text 

Nunijer 

Muster 


Rq:; number of stLdent 

StLde^r ra-ne fed, data type s next 
-itrer name of student r data t>pe >3 text 
Student hen'e pbon e number, dJld type is number 
flass dentficatwn of eecb student 


Feld Probates 


i 



zi 


1 lockup 1 

Fe'dS iff 

Long Integer 

1 

<(£/* _ 


PnniHt 


-1 ] 


*1 



Setting a Primary Key 

^ In Table Design View, select die field you want to assign as the primary key. You can either 
click somewhere in the field or click on the field selector to the left of the field name. 

Choose Primary Key from the Edit menu or Click on the Primary Key icon on the Standard 
toolbar or right dick on the Field Name column and choose Primary key from the menu. 
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Savina the new table without setting a primary key .... 

L Click on Close icon at the top-right of the table design window and a dialog window will be 
displayed asking if you wish to save your changes. 

L Click on Yes button. -^ 333 



| Gtfitni jurtiel 


J nrV) 


After clicking Yes button, you will be then be asked to supply a 




% Table I ; Table 


Enter the name required, and then click on 
supply a primary fcey- 


the OK button. The system will then offer to 


Microsoft Access 


„ A rffS c will add another field to your 
,0 specify primaiy keyyoueseffb^ 0116 savuig the table destgo. 

SaVin ®^™ Cto£ ^ windoW ” d 1 *** wi " dOW Wi “ te 

displayed asking if you wish to save your changes, 
t nia-k on Yes button. 

t EntCT the name requited, and then click on theOKbutton. 
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Practical 


How would you Add. Delete and Restore data 
from a table. 



□■■■□□□Bonn. 


Adding data to a Table 


L 

L 


Click die Tables icon in die Database Window. 

Double click on the table you want to open. 

OR 

Select the table you want to open and Click the Open icon in the Database Wi 


EE 


-IQl *l 


13a»" ,3'.** 1 X ! *« Crltj: 13 



m IdD't fl Dei 5 ^ 

r«*e 

01 Oratt table b.' nreu datt 




_ Click on the first field of die first record, type in the data and press die Enter button. Access 
will automatically move the cursor to the next field of the current record. 

L. Once you finished enter data into all fields dick on next record to enter data again. 

L. Click on Close icon at the top-right of the table window to keep save changing. 



Student N*m*| Father 1 ! Nnm*1 

1 Ahmad BaStW 

2 JJasu Harreed 

3 rtarnid Kanm 

4 Jsmeel Ahmad 

5 Oattee* Shah 

0 




ting data from a Table 

core Isel 


R«0M. nl<H~ > >|n(»|o«s 


| 


u 

L 


Click on record selector at die left of the record that you want to delete. 

Press DELETE key. Access will ask you for a confirmation. 

Click on the Yes button to delete the record. 

OR 

Right click on record selector at the left of the record and choose the Delete Record option 
from the menu. Access will ask you for a confirmation. 

Click on the Yes button to delete die record. 
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iL- If you want to delete/rcplaee data in a field, place the mouse pointer near the left end of a field, 
the pointer will change to plus sign. 

Ik Cliekon the field, choose the entire field. 

Us* Type in the new data you want to in the field or press the delete button to erase the data in the 
field. 


Restoring data from a Tabic 
Us* Press the lisc button on the keyboard 
OR 

Us* Cliekon Edit menu from the 
It* Choose Undo front the Iidi 
OR 

it* Cliekon the Undoiconon the St; 


!;»lc;i I 1 * 1 'sr*s s* >*• :~>ti r-a 

« " Ea s maa tl 





eleted data, 
rd toolbar to restore deleted data. 




■ 

I * 





n 

11 7 /Ta 

iV 

fA 



■ 


[rather - ! tlnm»| 

Phone no \ 

cta«i Id 


Bi»hir 

70T4523 


10 

Hifflfid 

8 fG mz 


20 

Ktrun 

A*mm 


30 

Ahmad 

8762346 


40 

Shah 



60 


0 


0 


*.V’ ; :/■> ' • 
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Practical 


How would you sort the records of a Table in 
a field? 


Open the Student table by double clicking in the Database Window. 

Move the mouse pointer to the field name at the top of the column. The mouse pointer 
change to an arrow pointing downwards. 

Click once, the whole column will be selected. 


Father^ Hamel Phone no 


7S74&23 

$753-193 

0439765 

3762345 


Bash-r 

Hameed 

Kaom 

Ahmad 

Shah 


Click on Records on the menu bar. 

Select Sort. A submenu will appear with the option to sort in ascending or descending order. 
Choose the appropriate one. 

ii ii ii i « ill l II III IBIII I !■■ ■ IB I W I _ I 


j H* fit Wew Insert F^at 15-cunb 


Sdue Reel'd 
Refresh 


£flti EnFy 


The Field selected will be sorted in the choosen order Figure below shows t 
according to the Student Name field. Note that the roll numbers are no long* 

order. 


in ascending 


sort icons sorts 


You can also sort your data wn 
order and in descending order. 


Student Nami 


Ahmad 
Nasif 
ham id 
Jameet 
Qadeej 
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P Roll no | Student Hamel Father's Nome] Phone no | class id 

| 

* 

JM 

\\i\ 

r 1 nhfB Bashir 7874623 10 

3 Ham«d kanm 4489765 30 

4 Jameel Ahmad 8762345 JO 

2 Na3» Hameed 8763J93 20 

£ Qsdeer Shah 50 

fi o o 

UH II 1 ► JMjH o f 5 . . 
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How would you copy and move data in a 
Table? 






To Copy Data 


Select die cells that you want to copy. You can select multiple cells by placing the mouse 
pointer near the left end of die leftmost field so that it changes to a plus sign, drag it to select 
the fields you want copied. See figure below. 


Roll no | SttidenUJame FatheCt Hamc[ Phone no 


1 Afimatf 
2 | 

3 Hanbid 

4 Jameel 
6 Qad&et 
0 


Bashir 

Kanm 
Ah trad 
Shah 


—- ~ i—. ~ 

^ir.c'z h | t 11 2 > |h|>«1 o' 5 


To copy the selected data click on the Copy icon bui 
can also select Copy from Edit menu. 


7871523 

3763J98 

1469765 

6762315 


on the toolbar or Press Ctrl+C. You 


sej 

^ * | ■* ■ i A Si ii v s yg" m > « w g. ; 


dQj x| 






Student Name | Father* Nome| Phone no 






1 


eas^iit 


737.1623 

3763493 

4J897G5 

3762345 




J Hsm.d 


Kartfn 
Ahrr ad 
Shah 


4 Ja'-neei 


?« e 


5 Qa4e«r 




^ - - - - '-.1. ~ 

n| * 11 7 j I H 1**1 o' S 




i- 


Selecr the cell or cells where you want to place the copied data. 

Click the Paste icon burton on the toolbar or Press Ctrl+V or select P r . 

< menu. Note that the numbers of cells that you selected for copying s h S U1 t ^ lc 

of cells you want to paste the data in, otherwise some data maybe lost 10U r ^ e nuni ^ er 

M 


oveData 


IL To move data use the same procedure as described in the last seer' k 

button from the toolbar or Press Ctrl+X or select Cut option in the^Edi^ C ^°° SC r ^ e cut * con 
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L> Practical 



How would you find and replace data in a 
table? 



Finding Data 

l. To find data in a specific field, click on the field, 
i. Click on Edit menu from the menu bar. 

1. Choose Find from Edit menu or Press Ctrl+F. The Find and Replace dialog box u 1 or 


t. Enter the data you want to search for in the Find What text box. The field on which sou 

clicked will be displayed bv default in Look In list box. 
t If you want to change the search range from one field to entire table, click on the arrow on the 

right of the Look In list box and ch oose the name of the tabic. 

Look In: 


Student: Tab'e 


H 


Student Uarne 

3E3 


Student 



t The Match list box gives you options for the way tire in which the given string is to be 
matched. You have three choices shown in figure below. 




| Whole Field 

-3 

lAnv Part of Field .. 

1 Whole Field 

■HI I 

Istart of Frdd 

"X" 


.„igs that have the search string you gave as a sub-string. If you typed in' 12‘ i n 
the Find What text box it will match any string containing 12‘as a sub-string e.g. 1234, 121, 

3421 but not 12 or 132. 

Whole Field. 

This locates only those entries that exactly match your search string. 

Start of Field. 

This locates strings that begin with the search string you typed in. The search string 12 will 
match 1234,124,12 but not 1123,1112. 
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Replacing Data 

L. Click in the field where you want to search. 

L. Choose Replace from the Edit menu or Press Ctrl+H. 


L 

L 

l* 

U 


I- 


Find and Replace 




Repine 


t V.^dt; 


|Amr 

JtC3k [stLdent: Taite 

Mat*; 1 


>< h oe F*ed 


3 

3 



In the Find Wliat box, enter the text you want to replace. 

In the Replace With box, enter the text you want to substit 
Change and options as necessary and then dick on the Find Next button. If the value searched 
for exists. Access will find the first occurrence of the record and highlighted the field. 

Click die Replace button. If the record is not the one you wanted, click on die Find Next 
button again to find the next occurrence. 

OR 

Click on Replace All button to replace all the matching data in one step. 

Click on the Close button to complete the operation. 
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Practical 


How would you format data in a Table? 


Formatting Data 

L. Ifthc Formatting toolbar is not visible, click on View from the menu bar. 
L. Select Toolbars from the View menu, a submenu will appear. 

L. Click on Formatting (Datasheet). The Formatting toolbar will appear. 


Once the Formatting toolbar is visible you can easily do die following 


To change the table text font 

L. Click on the down arrow of the Font text box. A large number of opdons appear. 
I* Choose the font style. The font of the whole tabic will be changed. 




* Allegro BT 

»r AitictT vpe Md BT 

T Ur tM ^ in £ ^ 

* Anal 


ir Anal CE 
ir Anal CYR 
Jr Anal Greek 
>r Anal Narrow 
^ Anal TIJR 
? AvanlGerde Bk BT 


-- m 


, 


To change font size 

L Click on down arrow of the Font Size text box. 

L Choose the font size from the drop down font size list. 
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To Boldface, italicize or Underline text , 

L Click on the buttons labeled Bold, Italic and Underline on die Formatting toolbar to apply 

these settings. 

To change table background color 
L. Click on down arrow of die Color Fill button to see all die available colors. 

L. Choose tlie background color of the table from drop dc 


n°t.-—.Tg 


.jajjcl 


*** t-t V*' 1 *c::> zs ’oos 

u* u aa? V * si51 « ►*« ©a* 0. 




»*0 ■ O / U ^ r ' 



■ '2 a q ■:/ a a s 
u a . a ;:jfl 




a : 




F c->> Cqc | 




To change tent font color 
L. Click on down arrow of die Font Color button. 

L. Choose the text font color of the table from listed available colors. 

To change appearance of the gridlines 
t_ Click on down arrow of the Gridlines button. There are four ways of displaying grid lines i 
your table. 


in 


Grid Icon 


Description 

Both horizontal and vertical grids will be displayed. 
Only horizontal grid lines will be displayed. 

Only vertical grid lines will be displayed 
No gird lines will be displayed. 


t. Choose the grid line style. 
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Practical 



Haw would you switch between Table Design 
view and Datasheet view? 


■ ■■■■■■■■■■■□□□□□ n a a b 

To switch between Design view and Datasheet view 

l* Click on View menu from die menu bar. 

IL Choose either Design View or Datasheet View to change table view. 
OR 

IL Click on down arrow of View icon button on the Standard toolbar. 

* 

IL Choose either Design View or Datasheet View to change table view. 



if t- m _?'■ insert ^-**1 iecofdi I«*s *^ro 

lie* slMHHSn l ■ % it si y iL « 0. 

* * B/y ^ * A, - ^ 1 







’0 Zb** 






: . . 


Roll no | Student Name|Fathers 




j Ahmad 

2 r las^r 

3 Hamia 
l Jam* el 
1 Gadeer 






atcera. Hi * 11 : ► l>i|>«U« 5 



^injJLl 
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QH hamer's Norm 


7874S23 

8763493 

446976$ 

8762345 


Student Nai 


^ Practical 

10 


How would you 


1. Change a Field name? 

2. Insert a new Column / Field? 

3. Delete a Column / Field? 


ilumn. The field 


To change a Field name 

L. In the Datasheet View double dick on the Field name at the 
name will be selected and an I-bcam pointer appears, 

L. Change the name according to your requirement. 

OR 

Right click on the Field name at the top of the column. A drop down menu will be displayed. 
Choose Rename Column from the menu. 

Change the name according to your requirement. 


L. 

L. 

L 


fi L"sert 

Cokmn„ 

If D*tt* G*jt> 




OR 


L. Click on column you want to change the Field name. 
L Click on Format menu from rhe menu bar. 

L_ Choose Rename Column from the menu. 

ange the name according to your requirement. 


t* I** I*’* law 

w- a da:*!** h ttit 
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To insert a new column/field in the Design view 

L Select the table in die Database window. 

L Click on the Design icon button to open the table in Design view. 





x i«, >|s» 


Create m Des'^i view 
m Create teak by us-ng rtiaard 
Oeats tsbte by enterng data 

□ pww 


L 

L 

OR 

L 

L 

L 

L 

L 


Click on the first empty row in the Field Name column. 
Type the name of the new column. 


Right click on the top field, a drop down menu will be displayed. 

Choose Insert rows from the menu. A blank row will appear between the two existing 
Fill in the name of the new column in the Field Name column. 

Choose the appropriate data type in the Data Type column. 

Type in optional comments about the new column in the Description field. 


& 

isting fields. 




JFM np 


I DaBTyje f 




Roln 


j-of stuasnt 




a 


*Q* 


0T3pertes 


Text_, SHJEJrntnsfi— Jwd, tiau op* is taut 

Text __ Fathernarr-E afstixJent. data Type « Text 

►axrier ' Student borne f^one rvw, to© type 15 _ 

riw*d£/ £«s niSADfiCTOon _ __ 


r«MPrg»ertB 


-d 


AirajpUfiy; 

,6-j 


To inserts new column/field in the Datasheet view 
L Select the table in the Database window. 

L Click on the Open icon button to open the table in Datasheet view. 







(J] Create in Dessgn hhm 

ffi] Create latte by usng wizard 
m Create latte by erttemg data 


L 

L 

L 


Right click on the field selector at the top of a column. A drop down menu appears. 

Select Insert Column. A new column will be inserted to the left the column you selected. 
Double click on the column name. The column name will be selected and an I-beam pointer 
appears. 

Rename the column. The column name will have the data type Text as default. 


m Student : Table 


. 

" 

-Ini x 


THTIMI f nMU.11111.TflUiff! fffi 1J FTHIJ1! WVVJ ll ,!« d fflitlM 

class id 1 


1 

Ahmad 

Bashir 

7374523 

10 


2 

riasif 

Hameed 

8763498 

20 


3 

Hamid 

Kanm 

4489765 

30 


4 

Jameel 

Ahmad 

8762345 

40 ] 
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To delete a column/field in the Design view 

L Select die table in die Database window. 

L Click on the Design icon button to open the table in Design 
L Right click on die row selector of die column that you 


view. 

want to delete. A drop down 


menu will be displayed. 

L. Select Delete Rows option. Access will ask you for a confirmanon. 
L Click on Yes bu tton to delete die column. 



To delete a column/field in the Datasheet view 

L Select the table in the Database window. 

, riick the Open icon button to open the table in Datasheet view. 

L Right click the field selector at the top of the column you want to delete. A p own men 

L SelectDelete Column option. Access will ask you for a confirmation. 

L Click on Yes button to delete the column. 
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Practical 



How would you 


1. Open the Relationship window? 

2 . Add tables to the Relationship window? 

3. Create a relationship between two tables? 

. 

■■■■■■■■■■■BBnnGGcn 


To open Relationship window 

L Click on Tools menu from the menu bar. 

L Choose Relationships... from the Tools menu to display Relationships 
Table window to add tables to the Relationships window. 


P Hicrowft Atc«s _ 


j Re gft Wew frsert j laois Wreton Heb 

]D et BISS ywn>- ” 

| | Ai^DCorreCL.. 


{m School: Database 





' Relationships 


Student Name 
Faihefs liable 
JPhone no 
|d£ 5 £iti 



To add tables to the Relationship window 
L Select tables from tables list box under Tables tab by using the Ctrl key or Shift key. 
L Click on the Add button to add tables to the Relationships window. 
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To create a relationship between two tables 

Lb> Dr.iu the lick) name from the (list t.il>lc to the second table, If the field in one table is a primary 
key (it will appear in bold), drag the primary tot he corresponding keyinthe other table. 
lU. The table from which vou drag the liekl is called the primary table; i he table in which you drop 
it is called the related table. The Relationships dialog box will appear as shown below. 


Edit RH*boflfthlpfl 


Tat*c/Qu£ry: 

touted 


1 

t | 

3 

no 

_lJ Roll OO 

* 


P Megi.iy 

j f~ Ctic*)e»JWatt Reeled F«ld» 

Rf •tcnsopTypp: I O’e To-S'w'* 



Ik* Select the Enforce Referential Integrity box to enforce referential integrity between the two 


tables. 

Ik* Click on the Create button to create the relationship. Access will show the relationship 
between the two tables as a join line connecting the related fields. 


Ro* no 

Student Name 
Father's r:a^e 
Phone no 
dass id 




kj® 









Roll no 
Address 






Scanned by CamScanner 





















fc- ^ Practical 

n How would you 

1. Delete a relationship? 

1. Remove a table from the Relationship window? 

■ ■■■■■■■■ 


■ ■■■□□□ 


n n n a 


To delete a Relationship 

Tools menu from the menu bar. 


— iwomaiuiromoicmenuoir. 

Relationships... trom the Tools menu to display Relationships window. 

4- C j-. v me relationship line (between wo cables) vou want to delete. 

L I re« me Delete key or right dick to show drop down menu and select Delete option to delete 
relationship. . ■ 





To remove a table from the Relationships win< 

U Click on Tools menu from the menu bar. 

L Choose Relationships... from the Tools menu to display Relationships window. 

L Click on the table you want ro remove. 

Li Press the D elete key. 

L Click on Close icon from the top-right of Relationships window. Access will ask vou to save 
changes. 

L Click on Yes burton to proceed. 


iislasi 



Zc ^ +arz tn save ta o' * 

f*o | [ 


Ld£U:J 


<3 
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Practical 



How would you crcfltG fl Query usintj Simple 
Query Wizard? 




m 


QIIDllllllBQOUCn^^^ 1 '' 

To create a query using Simple Query Wizard 
IL Open the database and click the Query tab in the Database window. 
tL* Click the New button to d isplay a New Query dialog box. 

IL- Select the Simple Query Wizard option, 
li- Click on the OK button to move to the next Wizard page. 



1EESH33E 

^ bf gicew 't > a 


^jnjxj 



eTH; ffl 

&)] jC-«S*c J-e 4 

C 2.t . » wi ^ :i 3 



lick on the down arrow in the Tables/Queries text box to illustrate available queries and 
bles from w hich vou can select the fields. 


L L> Click 
tables 1 

LL Select the field and dick on the right-pointing arrow to add a field. 

IL- In the example below, we have added Roll no. Student name and Date of Birth. 


rthen V'ss so vii, wwt n yCL' r * 

TOL i# 1 ^9* *"Of* T JO one E*3 e V W i ■ 



I 


I u - !, Uj. 


*r IP 



l?r® 


^ (iPen* 



* r (\. f r. 


C«W 


r £<ji 


Twm J 


J 


LL. When you have finished adding fields, click on the Next button i , , 

bc'dispUyed. ». »nd another dialog box will 

LL. Click on the Next burton to continue. 
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Li, Give the query name, using the dialog box showed below. 

E 



£*> h r>- m r* V , > 


I 


^4'f Bt ?* (r|^; r ^j *• * i;> 

r*A **“ '4 ' 4 t" r *jFf ^ r* r s ^ 1/ 1 




4^ ^ ^ fWj. 


^ 3>6fy t*^errae*gr 

— 4 r r *Vt. ; A r* r* CjP r ? 

C^cel | * £s> | 


JLEZ3 


>• 


<?> 


LL- Click on the Finish button to complete the query. The results arc displayed as shoved below. 

nr"-i',';i j ~~ 


Roll no f ~ Student liatng f DdieolBirtfi { ~ 
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Practical 


How would you create a simple query using 
Design View? 


HnnnononoQfj : 

To create a simple query using Design View 

L. Open the database and click the Query tab in the Database window. 

L. Click the New button to display a New Query dialog box. 

(_ Select the Design View option. . . „ _, n H disDlavs tnc anuw 

L. Click on the OK button. Access then open the Se ect ^ uei 7™\ t b)e ^ Qr ^bles) upon 
Table window on top. The Show Table window allows you to select th 

which you wish to perform a query: 

JSJ*! 


a vs the Show 




Tj*l 


auerynDesgx-eol 

Create cjuery bv lShc wwiJ 


Create a rew Q^y 
isfx a mart!. 


■ Querr Wart 
Z'&svoQuayW*** 

^ Dtjwtass Qj^ry zsrt 
Qj&y V* iarb 






Sort: 


t. Selea table fVom tables list box under Tables. 

L Click on the Add button to add table to the Select Query window. 

L. After adding table, click on the Close button to close Show Table window. 


=lQJiSj 


jrjxj 


Tefiio | Queues j Sotfi | 




5a-ee"i a==ress 


L Now you have to specify the name of fields in Query Grid. There arc three way's to select field. 
Select and drag the field name from table and drop it to the first field cell of the first column of 
the Query Grid, which is where the field name must be placed. Select and drag the next field 
name you want from the table and drop it to the first field cell of the second column. Repeat 


Star Computer Practical Notebook I.C.S. Pan I 


Scanned by CamScanner 







































































* I 


OR 

IL 


this procedure for each field you want to display. 


OR 


Double click on the field name in the table, the field name will be add to first field cell of the 
field column. Double click on the second field you want to add. Repeat this procedure for each 
field you want to display. 


IL. Click on down arrow of Field cell, a drop down list box will be displayed, select field name 
from list. Click on down arrow on the second column of the field cell, select the field name. 
Repeat this procedure on each column for each field you want to display. 


1 Query! ; Select Query 



Fed: 

kg -0 









IStUCfr^t " 



_ 

Sort: 



Rtf n 0 




Show: 

B 

-a- 

lstL£e n t 

□ 

□ 

□. 

Ontya: 



l s areM 1 .art 



or: 


! 

W 1JTU 


1 *£ 


«u 

kin 



Jd use to evaluate whether or should 


l l. If you want to change sort order of any field, click on down arrow of Sort cell of desi red field, a 
drop down list box will be displayed. 

II* Select Ascending or Descending order to set Sort order. 

IL In the Criteria row, enter the expression. Access shoulc 
include or exclude a record. 

IL Click on Close icon button on the top-right of Query window. Access will ask you to save 
changes. 

IL Click on the Yes button to save the query. Access will ask you to enter query' name. 

LL. Enter the query name and click OK button to complete the query. 


— 




[ tn |vj Ss I carei 1 


Nye; 


rQve' y 


Tjxj 

I <* r^l 


Ci r :e 


Double click on the query name in the Database window to run query. The results are showed 



siS)£i 


ejaw tfinr gjf * *» > - A 
CS] 

0 pga 

k 


* 




Roll no | Student tiamef Date of Birrb | 


V 


iQ n 1&36 

** V 


2 lint 

3 14 *5:33 



? rt J n A 

4 1 1**1 



4 jr« 

it ansae! 



i aj>r 

12 25 1S3i! 


* 

r 



^Q| *] 
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Practical 


How would you create a query using 
multiple tables? 


To create a query using multiple tables 

L. Open the database and click the Query tab in the Database window. 
IL Click the New button to display a New Query dialog box. 

t- Select the Design View option. 

L- Click on the OK button. Access then open the Select Query windo 
Table window on top. The ShowTable window allows you to select 
which you wish to perform a query. 


iisplays the Show 
[e (or tables) upon 


Sftjdenl 


you have to specify the name of fields in Query Grid. There are three ways to select field. 

: and drag the field name from table and drop it to the first field cell of the first column of 
uery Grid, which is where the field name must be placed. Select and drag the next field 
you want from the table and drop it to the first field cell of the second column. Repeat 


School: Database 


ShowTable 


Student 

Student 


Star Computer Practical Notebook I.C.S. Part 






* 

t| 1 V V 



kolno 


Student Nvne 

[AckfriW 


Fathers Nam 

' 


OateofBrth 



rtweno 



Scanned by CamScanner 

























































































OR 

L. 


OR 

L 


L 

L 

L 

L. 


this procedure for each field and each table you want to display. 

Double click on the field name in any table, the field name will be add to first field cell of the 
field column. Double click on the second field you want to add. Repeat this procedure for each 
field and each table you want to display. 

Click on down arrow of Field cell, a drop down list box will be displayed, select field name 
from list. Click on down arrow on the second column of the field cell, select the field name. If 
you want to add tie Id name from second table, click an down arrow on the cell of Table row, 
select the table then select field name again. Repeat this procedure on each column for < 
field you want to display. 
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If you have selected relationship between the tables, Access will automatically match the 
records by using primary' key and foreign key. 

If you want to change sort order of any field, click on down arrow of Sort cell of desired field, a 
drop down list box will be displayed. 

Select Ascending or Descending order to set Sort order. 

In the Criteria row, enter the expression, Access should use to evaluate whether or should 
include or exclude a record. 

Click on Close icon button on the top-right of Query window. Access will ask you to save 
changes. 

ClickontheYes button to save the query'. Access will ask you to enter query name. 

Enter the query' name and click OK button to complete the query'. 
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click on the query' name in the Database*window to run query: The results arc showed 
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p> Practical 
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How would you create a Form using Form 
Wizard? 



□ □□□□■□id 


To create a Form using Form Wizard 
L. Click on the Forms icon in the Database Window. 
i_ Choose the New button, which will display the New Form dialog box 
L. Select the Form Wizard. 

L. Choose the table or query where the objects data will come from 
i_ Click on the OK button to display the next page of the Form Wizard 
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OK 
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^ ^ 1 


) at abase Window. 


OR 

L- Click on the Forms icon in t 

Double click on Create form by using wizard, which will display the Form Wizard. 



U- Select the table Student from the Table/Queries drop-down list if it in not already select* 
there by default. This would make all its fields appear in the Available Fields windo\ 
below. 
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L Click on the field that you want to add to the form, and then click on the right pointing arrow 
button to add it to the Selected Fields section of the dialog box. 

L. Repeat this procedure so that all the required fields are added. 

!L Click on the Next button when you have added the required fields. The next dialog allows you 
to define the layout of the form. 

IL Choose the desired option and then click on the Next button. 
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IL* Choose Standard option from the list box for background (style) tha 
form. 

IL, Click on the Next button to continue. This next page of the Form Wizari 
the form and set final options for using the form. 

IL Type a name of form in the text box. 

IL Click on die Finish button to complete the wizard. 
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^ DoubJe click OI1 die form name (Student) in die Database Window to open the form. The 
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Practical 



Hew would you create a multiple table form 
using Form Wizard? 



□ □□□□□□□□□□□□□□ 


To crcato a multiple table Form using Form Wizard 

L. Click on the Forms icon in the Database Window. 

L. Choose the New button, which will display the New Form dialog box 
L. Selecr the Form Wizard. 

L. Choose the tabic or query where the objects data will come from. 

U Click on the OK button to display the next page of the Form Wi 
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l_ Click on the Forms icon in the Database Window. 

L. Double click on Create form by using wizard, which will display the Form Wizard. 
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_ _ 

Select the table Student from the Tables/Queries drop-down list if it in not alreadv selected 

there by default. This would make all its fields appear in the Available Fields window 

below. 

Click on double right pointing arrow to move all the Available Fields to the Selected Fields 
Select the table Student Address from the Tables/Queries drop-down list. This would make 
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all its fields appear in the Available Fields window below. 

U Click on right pointing arrow to move Address field to the Selected Fields list box. 

L. Click on the Next button when you have added the required fields. The next dialog allows you 
to define the view of the form. 

L» CChoose the option by Student and Subform(s) then dick on the Next button. 
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Choose Datasheet option for your sub form 
layout. * ■ 

Click on the Next button. The next page of the 
Form wizard allows you to select Form style. 
Choose Standard option from the list box for 
background (style) that you want for your form. 
Click on the Next button to continue. This next 
page of the Form Wizard allows you to name this 
form, the sub-form and set final options for using 
the form. 

Type the name of Form (StudentMulti) and 
SubForm (StudentAddress) in the text box. 

Click on the Finish button to complete the wizard. 


Double click on the form name (StudentMulti) in die Database Window to open the form. 
The form will be displayed as illustrated. 
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> Practical 


How would you create a Form using Design 
View? 


To create a Form using Design View 

L Click on the Forms icon in the Database Window. 

L Choose the New button, which will display the New Form dialog box 
L Select the Design View. 


L Choose the table or query where the objects data will come from 
L Click on the OK button todisplay Design form. _ 


Form 1AM 

ip in: CoLmr^r 

TafcaJar 

AutoForm: Daiasheel 
Chart Wizard 
pjvofTafcte Wdard 


'- 


the Design form. Select and drag the 


_ 


L Click on the C i OS e button on the top-right of Design form. A Save As dialog box will be 
displayed. 

L Type the name in Form Name text box 
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Practical 



How would you add. edit records through 
Form? 


L 

L 

L 

L 



To add new record through Form 
L Click on the Forms icon in the Database Window. 

Double dick on the Form name to open. 

Click on the New Record button to move to an empty record. 
Fill all fields with the data of student. 

Click on the top-right button on die form to save and close. 


To edit record through Form 

fe. Click on the Forms icon in die Database Window. 

t Double click on the Form name to open. 

I* Change the Student Name from "Ahmad" to "Majid”, 
k Click on the top-right button on the form to save and close 
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Practical 



How would you create a single table Report 
usimj Report Wizard? 



□ □□□□□□□ 


□ □ a a □ □ a a 0 n n 


To crcato a report using Report Wizard 

li* Click on the Reports icon in the Database Window 

tf** (Choose the New button, which will display the New Report dialog box. 

Lk Select the Design View. 

d** Choose the table or query where the objects data will come from, 
li* Click on the OK I nitron to display Report Wizard dialog box. 
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OR 

L&* Click on the Forms icon in the Database Window. 

Li- 1 Double click <>n Create form by using wizard, which will displav the Form Wizard. 

ir=L=i i 

tt-*r V-ii & rJy *r* qp 


vg 





•>**■ *# ■So *-j . e 4r ■* f rV 

ti .j .ir ttow *fi* t v ** t« «r 


;* f "r ’ * u 




J 


f t j | 


■ ,n 


n rw- ar* ^ u>, 



Select the table Student from the Tables/Qucries drop-down list if it in not already selected 
there by default. This would make all its fields appear in the Available Fields window 


below. 


Click on double right pointing arrow to move all the Available Fields to the Selected Fields 
Click on the Next button to continue. 
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Ik The next page that is displayed allows you to add grouping levels. 
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\L Click on the Next button to continue to the next page of the Report Wizard 
Ik Click on the first drop down list box, choose the Roll no field for sort order of records. 

WE 




u. Click on the Next button to continue to the next page. Hie next page of the Report Wizard 


allows you to determine the layout of the report 
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L Select the report layout Tabular from the Layout frame box. 

L Select the report orientation Portrait from the Orientation frame box. 

L Click on the Next button to continue. The next page pf the Report Wizard allows you to select 


from a range of styles. 


Report Wizard 
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I Cli“otTe The next page of the Report Wizard is the find page, 

which allows you to give a name to the report. 
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L Enter the report name in the top text box. 

Select the Preview this report button. 

Ciickon the Finish button to generate and preview this report. 
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L> Practical 



How would you create a multiple table Report 
using Report Wizard? 


■ lannannr 


To create a multiple table report using Report Wizard 

L Click on the Reports icon in the Database Window. 

L. Choose the New button, which will display the New Report dialog beix. 
L Select the Design View. 

L. Choose the tabic or query where the objects data will come from. 

L. Click on the OK button to display Report Wizard dialog box. 

JO|*J 




Select the table Smdeiu from the Tables/Queries drop-down list if it in not already selected 
there by default. This would make all its fields appear in the Available Fields window 

Qickon double righ, pointing arrow to move all the Available Fields to the Selected Fields. 
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IL Select the table Student Address from the Tables/Queries drop-down list. This would make 
lb all its fields appear in the Available Fields window below. 

LL. Click on right pointing arrow to move Address field to the Selected Fields list box. 

Click o the Next button to continue. The next page that is displayed allows you to selea view 

of your data. 


lb Click on the Next button to continue to the next page 
that is displayed allows you to add grouping levels. 


Report wrand 


Do you w*r v**** 


f Qpsgrs - 


J erri 1 <E-* I _I 


£ £J“£°n tl the Address field for sort order of records. 

lb Click on the Next button to continue. 
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IL> Select the report layout Stepped from the Layout frame box. 

IL Select the report orientation Portrait from the Orientation frame box. 

L Click on the Next button to continue. The next page of the Report Wizard allows you to 
select from a range of styles. 






LL Select the report style Corporate from the list box. 

IL> Click on the Next button to continue. The next page of the Report Wizard is the final page, 
which allows you to give a name to the report. 
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iL, Enter the report name in the top text box. 

1- Select the Preview this report button. 

L click on the Finish button to generate and preview this rep . 
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L> Practical 



How would you create a Report using Design 
View? 



a ■ 


To create a report using Design View 

E. Click on the Reports icon in the Database Window. 

L Choose the New button, which will display the New Report dialog box. 
L. Select the Design View. 

L- Choose the table or query' where the objects data will come from. 

L Click on the OK button to display blank report template. 
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L, Click on View from the menu bar. A pull down menu appears. 
v Choose Toolbox from the View menu. The standard toolbox will be displayed. 
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Click the right mouse burton on the Form. A pull don 1 
Choose tiie option Report Header/Footer from the 
will be appeared on die Form. 


Click on die Label tool from the Toolbox. The label tool will be selected. 

Move the mouse pointer into the Report Header section of the report template. 

Press the left mouse button and draw a rectangle (do not leave the burton until you draw the 
rectangle). 

After draw the rectangle, an I-beam cursor will be displayed. Type the page header Student 
Record. 


Student Record 


^ Click the Label tool from the Toolbox. The label tool will be selected 
L Move the mouse pointer into the Page Header section of the report r< 
' press the left mouse button and draw a rectangle {do m >t leave the hi ,r 


Star Practical Notebook IL^artl! 








r P ? 

a 

I 

• 4 

i * 

7 T3 



Scanned by CamScanner 































































































liar Lompucer rracticai noteDooK \xx ran u 


rectangle). 

L After draw the rectangle, an I-bcam cursor will be displayed. Type the column name Roll no 
Repeat this procedure for each column. 

L. Select all columns by holding Shift key and click the mouse button. 

L Change font name to Times New Roman and font size to 11 from Formatting Toolbar. 
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it to the Detail 


Select and drag the field name Roll no from the Student table 

section under the column name Roll no. When you drops the field name, you have two 
objects, field heading label and field name text box. 

Click on the field heading label and press the Delete button to delete it. 

Select the Roll no text box and align left to the column name Roll no. 

Repeat above procedure for each field name 

Click on each field name and set the width according to column name width. 

Click on Close icon on the top-right comer of the Report window. Access will display the 
dialog box for report saving. 


umm~m 

save changes to the desiyi pfr 
No | Caned | 


Click on the Yes button to save changes. A Save as dialog box will be displayed. 

Type the report name Student in the Report Name text box. 

Click on the OK button to finish the report. 

Double click on the report name in Student in the Database Window to open and display the 
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Practical 


How would you Open. View ond Print existing 
Report? 


To open, view an existing Report 

L- Open the database and click on the Reports icon in 
L. Double click on the report that you want to view. T1 




Student Record 


To print an existing report 

L. Open the database and click on the Reports icon 
L. Double click on the reportthat you want to view. 
L Click on the File from the menu bar. 

Select Print from the File menu. 

OR , . 

L Press Ctrl+P to open the Print dialog box. 

L, Click on the Setup button. The Page Setup 
L columns then Click on the OK button to close Pa 

L chek on the OK button to print the report. 
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